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Using Questica Report Parameter Sets

Report Parameter Sets consist of the selections you make when running a report. Saving them will allow
you to reuse them when running reports from the Analytic Center, using the Auto-Fill drop down, and

from the Bookmarks.

Saving Report Parameter Sets

After you fill in the report parameters, click the
Save icon

When the Report Parameter Set Details open,

¢ |Inthe Name, enter a name for the saved
parameters
e Click OK
Your saved parameter set will appear in the Auto-

Fill, the Analytics Center next to the Run Report,
and in the Bookmarks under the Graph icon.

Using Report Parameter Sets with Auto Fill

1. In the Parameter Set, click the Auto-Fill down
arrow.
2. The Auto-Fill displays a list of choices. Click your

saved report parameter set.

3. The Parameter section fills in. Click Run Report.

4. Your report appears.
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Using Report Parameter Sets with Bookmarked Reports

1. In the Navigation pane, click Bookmarks
Jashboards
* Bookmar
2. From the list, click Graph icon beside the EPO6 - Expense Projection by Fund and Department il
dGSirEd report FBO6 - Fund Balance by Business Unit and Department il
FS06 - Fund Summary by Fund and Department ol
3. From the list, click the desired saved Report

Expense Report
Parameter Set
Last Run

4. Your report opens using your saved report
parameters.

Using Report Parameter Sets from the Analytics Center

1. Fro From the CSU Custom Reports,
e Click the desired report

e Click the arrow beside Run Report

2. Select the saved Report Parameter
Last Run
_ GP Activity 2
010160 Expense Projection
Report
3. Your report opens using your saved report
para meters.

Editing Report Parameter Sets

1. From the Analytics Center, click Report Tools Analytics Center
Al Popular Recent MyItems Disabled Create Ad hoc View Create Report l
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From the menu, click Report Parameter Sets

Your saved Report Parameter Sets will
appear. To edit, double-click the desired
report parameter set.

In the left pane, click the General tab

To change the name,

e Inthe Name, enter the new name

e Click OK

To change the report parameters, click
Parameters

On the Parameters tab,

e Make your selections
e Click OK
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Report Categories
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